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Lighthouse Guide 10: Using Actions

Whilst using Lighthouse there'll be lots of things you want to do - thank that donor,
welcome that new member, ask another volunteer to follow up a member who's moved.

To make it easier to manage all of that and keep on track, we've created actions.

They're simple little records that can be used to track activity related to records on
Lighthouse. They're available on the following record types:

e Contact

e Role

e Donations
e Pledges

e Loans

e PPERA Returns

In this guide

Creating an action

Updating actions

Assigning actions

Updating actions

Adding actions from recent changes

Creating an action

To start with, we need to navigate to an individual record of the types listed above. For
the training, we'll be going through adding an action to a Contact Record belonging to
Greg Foster.

On Greg's record as part of the action buttons, you'll see a button with an alarm clock
icon and the words “Add action”
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To add an action, begin by clicking this button.
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@ ~ @ Organisation Contacts Roles~ Candidates~ Finances~ Training~ Users Reports Tasks~ Greg Foster ¥ @ Help 2 Settings

FEDERAL PARTY > CONTACTS > GREG FOSTER

m 1B Copy address change URL to clipboard | #& Report problem || 15 Add action (1) ' 8 Mark deceased

This will bring up a new window within the page that allows you to set up your action.

p /RS £
Add an action to perform on this record
Description *
Call Greg to remind him ta renew his membership
Describe the action to be performed, for exampie “Send this member a welcome pack
Guidance notes

i Greg's membership was due for renewal on the 1st November, but he hasn't yet completed paying for his membership

| Can you give him a ring to remind him to renew his membership? Once that's done, can you record the call using the "Renewal Calls" script on Connect?

e @
y
Optionally provide any further information about how to perform this action.
Target * Due
19/11/2021 [m] 05/12/2021 m}
Set to: today / yesterday Set fo: today / yesterday
When this action should be dealt with If there is a mandatory date by which this action must be completed, enter
here. Otherwise use the "Target" field.

Active actions related to this record

Description Status Assignedto  Target Due

You'll need to give your task a name and a target date. The name is a plain text
description of what you want someone to do - in this case, call a member about
renewal.

The target date is the date by which you'd like them to have done.

Optionally, you can also provide them with a due date - which is the date by which a
task has to be done (usually after the target date).

You can also include guidance notes - which allow you to give people context or more
detailed information on how to complete the task, where to record data or things to
mention.

You'll also see in the bottom left a list of any other actions related to that user - so you
can make sure you're not creating a duplicate!

When you're happy with your action, press the “Record action” button in the bottom
right.

If you need to cancel your action at any point, you can exit the window by tapping the X
icon in the top let.
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Updating actions
Once you've input your action, you'll be redirected to the Actions tab. This can be found

on the navigation bar under Tasks, which also contains Problems.
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@ ~ A Organisation Contacts Roles~ Candidates~ Finances~ Training~ Users Reports Tasks~ Greg Foster ~ @ Help %¥ Settings

FEDERAL PARTY > TASKS > ACTIONS

aFiItel by status:| all unassigned m mine closed

Description Assigned to Target* Updated Completed

© & » GregFoster Call Greg to remind him to renew his membership  Unassigned 19 Nov2021 5Dec2021 5Nov?2021

On the actions page, you have the normal selection of options. The search bar will allow
you to search through actions that you have access to.

You can also use the filter options on the right to narrow down what you're looking at.
The options are:

e All - shows you all actions that you have access to

e Unassigned - only shows actions that aren’t currently assigned to a person

e Open - only shows actions that haven't been completed, whether they're
assigned to a person or not

e Mine - only shows actions assigned to you.

e C(losed - only shows completed actions.

As usual, there are link buttons on the action. The eye icon will open the action record
and allow you to take further actions.

The arrow icon will open the related record and allow you to view more information
about the record the task is related to.

Assigning actions

In order to start working on an action, it must first be assigned. To do this, from the
Actions tab, we click on an action, which loads the relevant record page.

Last updated: 25 Mar 2022 Lighthouse Guide 10: Using Actions 3



Lighthouse Guide 10: Using Actions

A

T
o Uililisuwse Se
A d ey

@~ & Organisation Contacts Roles~ Candidates~ Finances~ Training~ Users Reports Tasks~ GregFoster ~ @ Help % Settings

FEDERAL PARTY > TASKS > ACTIONS > CALL GREG TO REMIND HIM TO RENEW HIS MEMBERSHIP

pre
Action details Guidance notes
& Greg Foster Greg's membership was due for renewal on the 1st November, but he hasn't yet completed paying for his membership.
Call Greg to remind him to renew his membership
12 Unassigned Can you give him a ring to remind him to renew his membership? Once that's done, can you record the call using the “Renewal Calls” script on Connect?

Created at: 5 Nov 2021
Target: 19 Nov 2021
) Target: 5 Dec 2021

On the left-hand side of the screen, you'll see a summary of the key information on the
record and on the right you'll see any guidance notes associated with the task.

In the action row, you'll also see three action buttons. You have the standard “back to
list” and you also have “Accept” and “Assign”.

The accept button assigns the action to you - meaning you'll be able to update it in the
future. The assign button allows you to assign that task to someone else.

When you click assign a window will appear allowing you to select another Lighthouse
user within the organisation that the action belongs to and assign it to them.

You can also re-assign a task at any point.

Updating actions

Once you've been assigned, or assigned yourself an action, you're then able to update it
further and a selection of new action buttons will appear.
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@~ & Organisation Contacts Roles~ Candidates~ Finances~ Training~ Users Reports Tasks~ GregFoster ~ @ Help & Settings

Action marked as assigned.
FEDERAL PARTY > TASKS > ACTIONS > CALL GREG TO REMIND HIM TO RENEW HIS MEMBERSHIP
Action details Guidance notes

& Greg Foster Greg's membership was due for renewal on the 1st November, but he hasn't yet completed paying for his membership.
Call Greg to remind him to rene.

2 Assigny
2 A
[« d at: 5 Nov 2021
Target: 19 Nov 2021
Target: 5 Dec 2021

g Foster Can you give him a ring to remind him to renew his membership? Once that's done, can you record the call using the “Renewal Calls” script on Connect?

The new buttons are:

e Add Comment - this allows you to add plain text notes to the action to keep a
clear history of what's been done with the action.

e Mark in progress, which updates the task status to In Progress, showing other
users you're working on it.
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e Mark blocked, which updates the task status to Blocked, showing other users
you've run into an issue

e C(Close and mark complete, which updates the task status to complete, showing
other users you've ticked it off your list.

e C(lose and mark incomplete, which updates the task status to incomplete,
showing other users that you weren't able to complete the task

e Reassign, which allows you to assign the task to another person.

In the image below, you'll see that the task has been updated to in progress by our
Lighthouse User - as they've attempted to call Greg, but haven't been able to get
through. They've also added a comment to indicate what happened.
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@~ A Organisation Contacts Roles~ Candidates~ Finances~ Training~ Users Reports Tasks~ GregFoster ~ @ Help % Settings
FEDERAL PARTY > TASKS > ACTIONS > CALL GREG TO REMIND HIM TO RENEW HIS MEMBERSHIP
Action details Guidance notes

Greg's membership was due for renewal on the 1st November, but he hasn't yet completed paying for his membership.

g to remind him to renew his membership
2 Assigned to: Greg Foster

E2 In progress

(8 Created at: 5 Nov 2021

Target: 19 Nov 2021

Target: 5 Dec 2021

Can you give him a ring to remind him to renew his membership? Once that's done, can you record the call using the "Renewal Calls" script on Connect?

Comments

Greg Foster — 5 Nov 2021 16:17
Called Greg and got the answerphone. Willtry again later.

Each comment added to an action will be timestamped and you'll also see who made it,
meaning this gives you a really good history of what happened in what order on a task.

This allows you to add lots of useful context to an action and keep others in the loop

about what you're doing.

And of course, once you've completed an action, make sure you mark it as complete!

Adding actions from recent changes

You're also able to bulk-create actions from the recent changes window, which should
really help you keep on top of changes in your local party.

Last updated: 25 Mar 2022 Lighthouse Guide 10: Using Actions

5



Lighthouse Guide 10: Using Actions

d’f’/ fd/“ﬁ,

> g

Z

Member management made easy

@ ~ @ Organisation Branches Contacts Roles~ Candidates~

VIP > CHANGES BETWEEN 1 NOV 2021 AND 7 NOV 2021

B . Time Change to
5Nov 2021 14:07 & » Test Branch
4 Nov 2021 00:00 & Richard

3 Nov 2021 00:00 & Mike

o o o O

3MNov202100:00 & Kenneth

To do this, from the Dashboard open any of the links in the “Recent Changes” widget, by

Get emails about changes: daily weekly

Action Details By

Created Greg Foster
Moved out  to Skipton and Ripon Salesforce
Moved out  to Christchurch Salesforce
Moved out to Chelmsford and Maldon  Salesforce

clicking on either “This Week”, “Yesterday” or “Today".

You'll then arrive at the screen above.

Don't forget, you can get email alerts for changes, either daily or weekly, but selecting daily or

weeky from the buttons shown on the screenshot above!

This local party has had 4 changes in the last week. A branch has been created and

three members have moved out to other local parties.

In this case, the local party wants to remove these members from Nationbuilder, as
they've moved away, so the local party Membership Officer, after getting their email
alertis going to go in and create a new task for the Data Officer to make sure they're

removed.
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VIP > CHANGES BETWEEN 1 NOV 2021 AND 7 NOV 2021

Ge1 emails about changes: daily weekly

E . Time Change to Action Details By

(] 5Nov 2021 14:07 & » Test Branch Created Greq Foster
4 Nov 202100:00 & Richaro Moved out  to Skipton and Ripon Salesforce
3 Nov202100:00 & Mike Moved out  to Christchurch Salesforce
3 Nov202100:00 & Kenneth Moved out to Chelmsford and Maldon  Salesforce

Next, they're going to select the three records that they'd like to add a task to.

Important: When creating actions in bulk you can only apply one action to multiple
records. So if we also wanted to create a task for the Membership Officer to follow up a

new member, they'd need to do this process twice.

You then need to click the “Add Action” button - which changes colour once records are

selected.

You then go through the process of creating an Action like we did in the earlier step:

Add an action to perform on these records
Description *
Remove moved away member from Nationbuilder
Describe the action to be performed, for example “Send this member a welcome pack”
Guidance notes

This member has moved away from the local party. Please unsubscribe them from our emails on Nationbuilder and send them a personal email wishing them the best of luck for the future

Optionally provide any further information about how to perform this action.
) Taget” Due
12/11/2021 m] 30/11/2021 m]

3 setto today / yesterday
When this action should be et with.

e by which this action must be completed, enter it
arget” field.

If you now navigate to the Actions page you'll see three identical tasks,
updating.

Remove moved away member from Nationbuilder  Unassigned 12 Nov 2021 30 Nov 2021
Remove moved away member from Nationbuilder  Unassigned 12 Nov 2021 30 Nov 2021
Remove moved away member from Nationbuilder  Unassigned 12 Nov 2021 30 Nov 2021

ready for

5 Nov 2021
5 MNov 2021

5 MNov 2021

With this tool + recent changes, your local party should be able to hugely streamline the

process of managing members and supporters!

Last updated: 25 Mar 2022 Lighthouse Guide 10: Using Actions 7



Lighthouse Guide 10: Using Actions

Important: Actions is an experimental feature that's been added to Lighthouse. If people
find it useful, it's something that we're really happy to keep developing.

If you don't, then we won't invest more time in it or develop it further.

So please do get in touch by emailing membership@libdems.org.uk and letting us know
how you've found using Actions. Also, if there's anything that you'd like to get in addition
to what's already on the system or any functionality that you think is missing, please let

us know!

We want to make Lighthouse (and actions) useful to help you manage your local party
and your feedback enables us to do that!
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